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Topics to discuss 

 School Nutrition Program (SNP)  
Application packet 

 Determining Eligibility 

 Direct Certification 

 Free and Reduced Price Applications 

 Benefit Issuance  

 MOHealthnet 

 Sharing Benefit Information 
 



Application Packet 

 Available to complete as of May 2016 

 School Nutrition Website 

 http://dese.mo.gov/financial-admin-services/food-nutrition-
services 

 Web Applications 
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 Food and Nutrition Services 
 http://dese.mo.gov/financial-admin-services/food-

nutrition-services 

 Web Applications 
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Web Applications  



 Start date 

 Food Service 

Director 

 Address 

 Authorized 

Representative 

 Address 



 Determining & 

Hearing 

Officials 

 Eligibility 

information 



 Civil Rights 

training 

 Must attach either 

attendance sheet or a 

copy of your training 

materials from previous SY 

under the “checklist 

summary” on the 

application packet menu. 





SNP Building Application 



Web Applications – SNP Building Application 

 Building-specific 
questions 

 Grades at building 

 Pricing 

 Days and times of 
meals, etc… 



SNP Building Application 



Checklist Summary 



Food Service Management Company 



SNP Building Application 

 Once all items have been saved without errors, the Submit for Approval button 
will be available.   

 
 Click the Submit for Approval button.  Once approved by FNS you will be able to 

complete claims. 



Eligibility 



Eligibility 

Determining Official 

An LEA official responsible for 
determining children’s eligibility 
for free or reduced price 
benefits.  

 

 

FREE 

Reduced 

denied 



Eligibility 

 Categorical Eligibility- Children automatically 
eligible for free meals or free milk (Special Milk 
Program) because they, or any household 
member, receive benefits under Assistance 
Programs; or they are designated as members of 
Other Source Categorical Eligible Programs.  

 Participate in Assistance Programs 

 Other Source Categorically Eligible 



Assistance Programs 

 SNAP (Supplemental Nutrition Assistance Program) 

  Food Stamps 

 TANF (Temporary Assistance for Needy Families)  

  Temporary Assistance 

 FDPIR (Food Distribution Program on Indian 
Reservations) 

 

 

Categorical Eligibility 



Other Source Categorically Eligible 

 A child is documented as meeting the applicable 
definition as:  

 Homeless, runaway, or migrant 

 Foster child; or 

 Enrolled in a federally-funded Head Start or 
comparable State-funded Head Start or pre-
kindergarten program 



Other Source Categorically Eligible 

Other Source 

Categorically 

Eligible 

Does Student 

Automatically 

Receive Free 

Benefits? 

Are Benefits  

Extended? 

Is Student 

Included As A 

Household 

Member ? 

Foster 

Homeless, 

Runaway 

Migrant 

Head Start 

Program 
Y

E
S 

N
O 



Category Description Supporting Documentation 

Foster A child who is formally placed by a 

court or a State child welfare agency 

through which the State retains legal 

custody of the child  

Direct Certification List, 

List or letter from Dept. of 

Social Services, or Household 

Application 

Homeless, 

Runaway 

A child lacking a fixed, regular, and 

adequate nighttime residence or 

receiving assistance under the 

Runaway & Homeless Youth Act 

List or letter with child’s name, 

effective dates and signature 

of homeless liaison or 

designated official 

Migrant A child who is enrolled in the Migrant 

Education Program (MEP) 

List or letter with signature of 

MEP official or educational 

liaison 

Head Start Federal Head Start or other State-

funded pre-kindergarten program 

Statement of child’s 

enrollment or list of children 

enrolled in Head Start 

Other Source Categorically Eligible 



Category Description Supporting Documentation 

Non-applicant 

approved by 

local officials 

Local officials may complete an 

application on behalf of the child 

based on the best household size and 

income information or Other Source 

Categorical Eligibility status known to 

the official 

Completed application noting 

the source of the information.  

Names of household members, 

SSN, and household member 

signature are not required. 

Student 

extended 

benefits from 

other household 

member 

Children who are part of a household 

where any one member receives 

benefits from an Assistance Program 

(SNAP, TANF, FDPIR) 

Application with a Case #; 

Application with a student 

who is a SNAP/TANF match 

on the DC List; Information 

from parent that child is part 

of a household with a student 

who is a SNAP/TANF match 

on the DC list; School district 

enrollment records  

Other Eligibility 



Extending Eligibility through 

Assistance Programs 

 Extending Categorical 
Eligibility to Additional 
Children in a 
Household 

 “Free and Reduced 
Price Application & 
Direct Certification” 
handbook 

 Attachment H 

 Optional Form 



Carry-over of Benefits 

 For 30 operating days into the new school year, eligibility 
from the previous year will continue within the same LEA 

 When the carry-over period ends 

 Student must pay full price unless Directly Certified or new 
application is approved 

 School is not required to send a reminder or notice of expired 
eligibility 

 During the carry-over period, categorical eligibility is 
extended to any newly enrolled children who are 
members of a household with one or more members who 
were directly certified under Assistance Programs (SNAP, 
TANF, FDPIR) 

 

 



Direct Certification 



Direct Certification Eligibility 

Determining children eligible for free benefits based on 
documentation obtained directly from appropriate State or 

local agencies or other authorized individuals 

 Methods 

 Automated data matching-an agreement with Missouri DSS to 
obtain a computerized listing of all children in Missouri 

 List or other forms provided directly from the appropriate State or 
local agency administering the assistance program.  

 Direct Certification for  
 Assistance Programs 

 Other Source Categorically Eligible 



Direct Certification Download 

 Mandatory for all LEAs and must be downloaded 
three (3) times per school year 

 July/August, October, and January 

 Available weekly for download 

 Strongly recommended to download at least 
monthly 

 Retain all downloads that resulted in matches 

 Students free through direct certification are 
considered eligible for the entire school year and 
are excluded from Verification 

 



Direct Certification for CEP 

How often are LEAs operating CEP required to run 
direct certification? SP 45-2015 

 Not required to run DC at a specific frequency 

 Recommended to conduct as of April 1 to 
determining changes in the identified student 
percentage 

 Determine eligibility for individual students 
transferring to a non-CEP site between school 
years 

 



Direct Certification-Public LEAs 

 Public Schools use MOSIS 

 Match – Direct Certification Lookup Report 

 94% Match Rate between MOSIS ID System and 
Department of Social Services 

 Near Match – Direct Certification Lookup 
Report Near Match Students 

 88-93% Match Rate 

 Districts should review this list to determine if 
the students are a match for your district 



MOSIS Process Resources 

 Webinar Links: 
 http://dese.mo.gov/communications/webinar/direct-certification-mosis-

submission 

 http://dese.mo.gov/sites/default/files/MOSISPROCESS_0.pdf 

 “Free and Reduced Price 
Application & Direct 
Certification” Information 
and Procedures 
 DESE FNS website   

      News & Updates  

      Handbooks 

 Page 7 

 



Direct Certification-  

Non-Public LEAs 

 ZIP code list on Web Applications 

 Public Schools will still have access 

 Manually check against the school roster 

 UPDATES COMING SOON!  

 New and improved ZIP code list will mimic the 
MOSIS Direct Certification file 

 



Zip Code Process Resources 

 “Free and Reduced Price 
Application & Direct 
Certification” Information 
and Procedures 
 DESE FNS website   

      News & Updates  

      Handbooks 

 Page 8 

 



Direct Certification Eligibility 

 SP 51-2014 “Eligibility Effective Date for Directly Certified 
Students” 

 The effective date of eligibility to be the date of the 
automated data matching file, rather than the date the LEA 
accesses and processes the automated data matching file 
into the POS 

 Implementation 

 Do so consistently for all the direct certification methods  

 Extended eligibility also applies 

 Refund any money paid by or on behalf of the student for 
reimbursable meals or milk during the period 

 LEA can only claim those meals or milk at the free reimbursement 
rate if the student is given a refund or the debt is discharged 

 



Direct Certification Eligibility 

 Attachment O 

 Flexibility waiver must be 
completed 

 

 



Direct Certification Download 

Updates and Changes 

 Match Date 
 As of January 2016 a match date of eligibility was added 

 Social Security Numbers removed completely 

 Addition of Foster students 

 Weekly e-mails will no longer be sent out stating the 
DC is available-just know it is available every Monday 
morning 

Continuous on-going efforts to help increase the 
mandatory SNAP match rate and benefit more students 

with free meal eligibility 



Direct Certification Eligibility 

Foster 

 “Y” in any column indicates free meal eligibility 

 If the column is blank or “Y,” the student is eligible 
for that status 

 Report student in category with “Y” on Verification 
Report 

 



Trumping on DC Download 

 SNAP trumps All categories 

 TANF trumps Foster and Homeless 

 



Extending Benefits 

 Any one child or household member’s receipt of 
benefits from an Assistance Program (SNAP, TANF, 
FDPIR), extends eligibility for free benefits to all 
children who are members of the household. 

 For purposes of carryover into the new school 
year, eligibility must be extended to newly 
enrolled siblings. 

 



Extension of Free-DC Benefits 

 If a child with extended eligibility moves from 
the household receiving Free-DC benefits to a 
household not receiving these benefits, that 
child retains free meal eligibility for the 
remainder of the certification period.  

 Eligibility is not extended from this child to the 
new household 

 Memo: SP 25-2010 

 



All students in the 

household are approved 

for Free meals for 

remainder of the year 

plus carry over 

All students in the 

household are approved 

for Free meals for 

remainder of the year 

plus carry over 

Student retains benefits, 

but benefits are not 

extended to the rest of 

the household 

SNAP 

Extension of Free-DC Benefits 



Extending Benefits 

 If the student is foster only or homeless only 
on the Direct Certification List, the benefits are 
not extended to the rest of the household 



Direct Certification Notification 

 The LEA must notify the household 
about eligibility established 
through direct certification. The 
notification must include the 
following information:  

 The child is eligible for free meal 
benefits;  

 No further application is necessary;  

 If applicable, an explanation of extended 
eligibility and how to notify the LEA of 
any additional children in the 
household; and  

 How to notify the LEA if free meal 
benefits for directly certified children 
are not wanted.  

 

Attachment C 



Free and Reduced Price Applications 

& Meal Benefit Forms 



         Before school starts in the fall 1. Public Release 

        At the beginning of the school year 
2. Distribute 

    Applications 

         Immediately when possible – required within 10 operating days of 

         receiving the application 

3. Processing –  

    Determine Eligibility 

         Update Benefit Issuance Document and POS immediately when  

         possible – required within 10 operating days of receiving the app 
4. Distribute Benefits 

         Within 10 operating days of receiving the application 
5. Send Approval/ 

    Denial Notice 

                                    Accept new applications anytime throughout the school year.  Retain 

         for 3 years after the final claim for reimbursement for the fiscal 

         year or until resolution of any audits 

6. Maintain 

    Applications 

Free and Reduced Price Application Process 

         30 operating days into the following school year, or until new 

         eligibility determination is made 

7. Carryover  

    eligibility benefits 



The Application 

 Participating local educational agencies (LEAs) must 
provide free and reduced price meals to eligible children in 
accordance with the statutory and regulatory 
requirements. 

 Handbooks are available at http://dese.mo.gov/financial-
admin-services/food-nutrition-services/handbooks 

Free and Reduced Application and Direct 
Certification Information and Procedures 
Updated on a yearly basis  

 Application and approved forms 

Eligibility Manual for School Meals 
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Public Outreach Requirements 

 A Public Release is a required notification  to the 
public that free and reduced price meals are 
available for all schools operating NSLP and free 
milk is available for all schools operating SMP. 

 Income Eligibility Guidelines (IEG) for free as 
well as reduced 

 Strongly suggested for schools operating NSLP 
Provisions 

 



Public Release 

 Must be provided to 
the following: 

 Local News 

 Unemployment office 

 Major employers 
who are 
contemplating large 
layoffs in the area 

Attachment F 



 Beginning of the year (July-August) 

 Distribute: by the postal service, email, or included 
in the information packet provided to students 

 Include the following documents: 

 Letter to Parents (Attachment B) 

 Application Instructions (Attachment D) 

 2016-2017 Application for Free and Reduced Price 
School Meals (Attachment E) 

 MO HealthNet Request for Information (Attachment L) 

Distribute Applications 



Limited English Proficiency (LEP) 

 Required to take reasonable steps to ensure 
access to school meals for eligible students from 
households with identified LEP individuals. 

 The school is responsible for ensuring that 
applications and other household materials are 
available in a language the LEP individual can 
understand.  

You can find applications in 33 different 

languages on USDA’s website 

 Link on page 22 in the Eligibility Manual 

USDA Memo SP 37-2016 Q&A 



Attachment E 





Meal Application Instructions 

 MUST be included 
when sending the 
application. 

 Only 2 pages this year. 

Attachment D 



The Meal Application 

It is important to remember: 

 Parents have a right to not have their children receive free 
meals. 

 Free and reduced price applications should be distributed 
because although eligible, some families do not apply for 
Food Stamps or Temporary Assistance. 

 Overt Identification 



Processing Meal Applications 

 Memo SP 11-2014 

 A school could establish the date of submission of 
an application as the effective date of eligibility, 
rather than the date the official approves it. 

 Application must be complete and contain all required 
information 

 Must notify the State Agency 
 On the methods of collection form 



Processing Meal Applications 

 Application must be complete with all required 
information before processing 

 Determining official may not complete the 
application for the household using information 
derived from other records available to the 
school 

 Make reasonable efforts to contact the 
household in order to obtain or clarify required 
information  

 Phone, email or return application 

 Applications missing signature must be returned 



Processing Meal Applications 

Eligibility based on….. 

 Income 

 No Income 

 Other Source Categorically Eligible 

 Mixed households 

 The LEA must have a method to process different 
eligibility statuses that may result from these 
applications 

 



Processing Meal Applications 

Eligibility based on Income 

 A complete application provides the following: 

 Names of all children for whom the application is 
made 

 Names of all household members 

 Income and frequency for each household member 

 Social Security Number for adult completing the 
application 

 Signature for adult completing application 

 

 



 L EO NA RD M AR X 

M AR X 

M AR X 

 AR T HUR 

 J U L I U S 

 M I L TON 

H ER B ER T 

Minnie Marx 
Samuel Marx 

M AR X 

M AR X 

Huxley Elem. 

Huxley High 
Huxley Middle 

Huxley High 

5 

7 

9 
11 

7 5 5 5 5 

5 7 5 
6 0 0 

X 
X 

Samuel Marx 

Income Application Example 



Processing Applications 

Eligibility based on “no income” 

 Request that applicants write a zero when there 
is no income 

 Any member income field left blank is a positive 
indication that there is no income and 
considered complete 



 L EO NA RD M AR X 

M AR X 

M AR X 

 AR T HUR 

 J U L I U S 

 M I LT ON 

H ER B ER T 

Minnie Marx 
Samuel Marx 

M AR X 

M AR X 

Huxley Elem. 

Huxley High 
Huxley Middle 

Huxley High 

5 

7 

9 
11 

7 5 5 5 5 

Samuel Marx 

No Income Application Example 



Processing Meal Applications 

Categorically Eligible through Assistance Programs 

 Must be a complete application and provide:  

 Names of the children for whom the application is made 

 SNAP, FDPIR or TANF case number, or other FDPIR identifier, for the 
child(ren) or for any household member listed on the application; 
and  

 Signature of an adult household member 

 Case number provided must be consistent in format used 
by the Assistance Program 

 A SNAP/TANF number is a ten digit number and the first two 
digits are currently “00”; also referred to household Department 
Case Number (DCN).  A 16 digit EBT card number is NOT 
acceptable.  

 



 L EO NA RD M AR X 

M AR X 

M AR X 

 AR T HUR 

 J U L I U S 

 M I LT ON 

H ER B ER T 

M AR X 

M AR X 

Huxley Elem. 

Huxley High 
Huxley Middle 

Huxley High 

5 

7 

9 
11 

0012345678 

Samuel Marx 

Assistance Program (Case Number) Application Example 



Processing Meal Applications 

 Encouraged to review the direct certification list 
to determine whether any of the applications 
with case numbers can be matched with 
children on the DC list with SNAP or TANF 
benefits 

 If matched, the application should be 
disregarded and categorical eligibility must be 
applied to all children in the household 

 SP 25-2010 

 



* The date the application was 

disregarded must be indicated 

and the application must be 

kept on file. 

Processing Meal Applications 

Is there a Case # on 

the application? 

No 

Yes 

No 

Process the 

application based on 

income or other source 

categorical eligibility 

information. 

The student and 

household are 

approved for FREE 

meals based on 

application.  The 

application is 

subject to 

Verification. 

Student is directly certified 

for FREE meals, and these 

benefits are extended to 

the household.  The  

application is not subject to  

verification. The application 

must be disregarded.* 

Is the student 

a match on 

the DC list 

with SNAP or 

TANF? 
Yes 

Check the Direct 

Certification List 



Processing Meal Applications 

Other Source Categorically Eligible (except Foster) 

 Homeless, migrant, or runaway 

 Check appropriate box for each category 

 Must be a complete application 

 Eligibility must be determined individually 

 Mixed households 

 Determined eligible for free benefits when the LEA 
documents the child’s status with appropriate program 
officials through contact with the program liaisons 

http://www.google.com.pg/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiDqfD_xeHMAhVkxoMKHU4KBskQjRwIBw&url=http://barstowschoolcafe.com/?page=lunchapps&psig=AFQjCNETTfwCuySRXY7sJGrh70E1_X0LhA&ust=1463589505574733


 L EO NA RD M AR X Huxley High 11 

Samuel Marx 

Other Source Categorical Eligible (except for Foster) 

Application Example 

X 



Processing Meal Applications 

Other Source Categorically Eligible- Foster 

 Appropriate box must be checked to identify the child’s 
status 

 Must be a complete application 

 Foster child income must be reported 

 Eligibility must be determined individually for benefits 

 Mixed household 

 Foster status does not required confirmation of eligibility 
status prior to receiving benefits 

 

 



 L EO NA RD M AR X Huxley High 11 

Samuel Marx 

Foster Child Application Example 

X 



Processing Meal Applications 

Mixed household 

 Other Source Categorically Eligibility (OSCE) has been 
determined  

 Use the household’s income and size, which includes the 
OSCE children, to determine if the non-categorically 
eligible children are eligible for benefits 

 OSCE children income will be included to determine 
benefits for non-categorically eligible 

 Must be a complete application 

 OSCE benefit is NOT extended to non-categorically eligible 
children 



 L EO NA RD M AR X 

M AR X 

M AR X 

 AR T HUR 

 J U L I U S 

 M I LT ON 

H ER B ER T 

Minnie Marx 
Samuel Marx 

M AR X 

M AR X 

Huxley Elem. 

Huxley High 
Huxley Middle 

Huxley High 

5 

7 

9 
11 

7 5 5 5 5 

5 7 5 
1 0 0 0 

X 
X 

Samuel Marx 

Mixed Application Example 

X 



Income Eligibility Guidelines 

Attachment P 



Processing Meal Applications 

 Income Reporting 

 Frequency 

 Income from a variety 
of sources which are 
paid on different 
schedules 

 Conversions 

 Multiple income 
sources with more 
than one frequency, 
the LEA must 
annualize 

Frequency Conversion 

Weekly X 52 

Bi-weekly X 26 

Two times a month X 24 

Monthly X 12 



Processing The Application  

Bottom section of application needs to be completed 
and signed by the Determining Official of the LEA 

 

 

  

http://www.johnstonschools.org/DEPARTMENTS/Food-Services/Free--Reduced-Meal-Benefits/


Approved Applications 

 Must notify households 
via one of the following: 

 Email 

 Writing  

 Verbal 

Attachment G 

http://www.google.com.pg/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjnlY2H1eHMAhXh7oMKHceDCuMQjRwIAw&url=http://www.123rf.com/stock-photo/approved.html&psig=AFQjCNG1vavjdo03n4oApjvxh2JoGajeLg&ust=1463593568262024


Denied Applications 

 Must be provided with written notification of 
the denial for applications that were found 
incomplete or did not meet the eligibility 
criteria for benefits 

 Via mail or e-mail to the adult household member 
who signed the application 

 Written notice 

 Reason 

 Right to appeal and instructions 

 Ability to re-apply at anytime during the 
school year 

Attachment G 



Right to Appeal 

 A household may appeal the denial or level of 
benefits for which it has been approved 

 Must follow the hearing procedures outlined in 
the policy statement and Program regulations – 
7 CFR 245.7 

 Hearing Official 
 Conducts a hearing and makes a decision if a household 

makes an appeal 

 Must be in a position higher than the determining official 

 Must not be connected with the approval or verification 
process. 

 



Independent Review of Applications 

Required for LEAs with Application Error Rate ≥10% 

 List is published by DESE FNS 

 Second review of applications : 

 eligibility determination made correctly 

 application is complete (SSN, household names, signature, etc.) 

 the master list or roster of children’s names correctly records their 
eligibility 

 Must be done before the household is notified of eligibility  

 Must not result in the delay of an eligibility determination  

 required to notify households of the child’s eligibility determination within 
10 operating days of receiving the application 



Benefit Issuance (BI) 

Master List/Benefit Issuance List- once eligibility is 
determined this list is created to indicate students eligible for 
school meals 

The list should include:  

1. Student name 

2. Application number (best practice) 

3. Grade 

4. Eligibility 

5. Date of eligibility 

6. Approval reason (income, DC, Foster) 

7. Status Change: date of change, eligibility, reason, 
withdrawal date    

A “live” document 

that provides 

history of eligibility 

information over the 

entire year. 



Point of Service Document 

 Listing of currently eligible students that is used 
by food service staff at the point of service 

 roster 

 checklist 

 computerized list 

 Updated from the Master BI list in a timely 
fashion to ensure the POS document has correct 
eligibility status for each student  

 Listed in a form that prevents Overt Identification  



MO HealthNet 

 Missouri Senate Bill 583-2010 

 Public and Charter LEAs 

 Non-public LEAs are encouraged to participate, but 
not required 

 RCCIs are excluded from this requirement 



MO HealthNet – LEA Responsibilities 

 Provide the Request for Information form 

 If the Request for Information form is returned 
and checked NO 

 Send the family the MO HealthNet letter 

 Keep all forms that are returned to LEA 

 Separate the NO and the YES 



Request for Information Form 

 Form sent with ALL 
F/R applications 

Attachment K 



MO HealthNet forms 

Must send form if a family responds “NO”.  

Attachment L 



MO HealthNet for Kids Data 

Collection form 

 Complete the MO 
HealthNet for Kids Data 
Collection form 

 Return Collection form to 
DESE FNS 

 (usually the end of 
November) 

 If information is updated 
after the initial due date, 
submit a revised form to 
DESE FNS 

 

Attachment M 



Sharing 

Information Form 

Attachment N 

 Sharing Information with 
Other Programs 

 May be used to obtain parental 
permission to disclose 
eligibility information. 

 See page 83 in the Eligibility 
Manual. 

 Chart shows circumstances 
for disclosing eligibility 
information 



http://dese.mo.gov/financial-admin-
services/food-nutrition-services 
 
Email:  Barbara.shaw@dese.mo.gov 
Phone:  573-751-1920 
 
Email:  Ellen.rees@dese.mo.gov 
Phone: 573-751-6638 



 
Department of Elementary and Secondary Education  

 

 
 

FOOD AND 
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RECORDS 2: 

VERIFICATION 



Verification 



Verification 

 

 Verification is confirmation of eligibility for free and 
reduced price meals under the National School Lunch 
Program and School Breakfast Program.   
 

 Verification must include either confirmation of income 
eligibility or confirmation that the child is included in a 
certified Food Stamp household or Temporary 
Assistance unit.  



Verification 

 Not required for: 

 Directly Certified students 

 Students certified as homeless, runaway, migrant, Head Start, 
Early Head Start, and Foster Children on list provided by 
Missouri Dept. of Social Services 

 RCCIs without day students 

 LEAs operating district-wide CEP 

 LEAs operating district-wide Provision 3 not in the base 
year 

 Schools operating non-pricing programs claiming only the 
paid rate or reimbursement 

 Schools participating in only Special Milk Program 

Even if not required to perform verification, RCCIs, CEP & Provision Schools are 
still required to complete the Verification Report. 



Verification Dates 

Date Action Comment 

October 1st Count approved free & reduced price 

applications subject to verification* 

This is your sample pool which is 

used to determine sample size. 

Last operating 

day in October 

Count the approved free & reduced 

price students on applications subject 

to verification* 

This number is needed to 

complete the verification report, 

but is not used during the 

verification process 

November 15th Verification Process must be 

completed 

Any extension must be 

approved by DESE FNS 

December 15th Verification Report Due in Web 

Applications System 

Must not be completed earlier 

than the Last operating day in 

October. 

* The number of applications subject to verification on the last day of October could be 
different than on October 1st if a student was directly certified between these dates.  If this is 
the case, please include in the comments when submitting the Verification Report. 



Establishing the Sample Pool 

 Count the approved free and reduced 
applications as of October 1st 

 The pool is based on the number of applications, not 
the number of students 

 Do count: 

 Approved Free and Reduced applications based on 
income 

 Approved Free applications based on SNAP/TANF 
Case number on the application 

 Foster child application without supporting document 

 “Mixed Households” which include children who are eligible 
based on income and others based on Other Source Categorical 
Eligibility (Foster, Homeless, Migrant, etc.) 



Establishing the Sample Pool 

 Do NOT count: 

 Applications with students who have been 
Directly Certified 

Students certified as homeless, runaway, 
migrant, Head Start, Early Head Start, and 
Foster Children on list provided by Missouri 
Dept. of Social Services 

 Denied Applications 

 Denied based on income 

 Denied because incomplete 



Establishing the Sample Size 

 Sample Size – The number of applications that 
must be verified 

 There are 3 available sample sizes 

 Standard Sample Size 

 Error-prone 

 Alternate One (most LEAs qualify for and use) 

 Random 

 Alternate Two 

 Focused 

 



Sampling Method Summary 

 

 

 

 

 

 

• Verify 3% of 

applications 

• Select from error-prone 

applications 

Standard Sampling 
Used by new LEAs and those 

with ≥20% Non-response 

Rate 

 

 

 

 

 

 

 

• Verify 3% of applications 

• Select applications 

randomly 

Alternate One 

(Random Sampling) 
Can be used by LEAs with 

<20% Non-response Rate 

 

 

 

 

 

 

• Verify 1% of applications, 

selected from error-prone 

applications 

• PLUS 0.5% of case number 

applications 

Alternate Two 

(Focused Sampling) 
Can be used by LEAs with 

<20% Non-response Rate 

ERROR PRONE means applications within $100 per month 

of the applicable Income Eligibility Guideline 



Establishing the Sample Size 

 Standard Sample Size 

 Required for LEAs that had a non-response rate of 
20% or more from the prior year 

 A list is published by DESE FNS each year 

 3% of approved applications (rounded up), 
selected from error prone applications; 

OR 3,000 error prone applications 

 If there are not enough error-prone applications, 
additional applications must be randomly selected 

 



Establishing the Sample Size 

 Alternate One 

 LEA must have a non-response rate of less than 
20% the prior year 

 Verify 3% of approved applications (rounded up), 
selected at random; 

 OR 3,000 applications, selected at random 

 Most LEAS are qualified for and use Alternate One 

 

 

 



Establishing the Sample Size 

 Alternate Two 

Either of the following: 
 1% of approved applications (rounded up), selected 

from error prone applications; or 

 1,000 error prone applications 

 Include applications with income and case numbers 

PLUS the lesser of the following: 
 500 approved applications with Case Numbers in 

lieu of income 

 0.5% of approved applications with Case Numbers 
in lieu of income 



Establishing the Sample Size 

Additional Verification practices…. 

 All fractions or decimals are rounded upward to the 
nearest whole number.  At least one application must 
always be verified 

 Verification for cause is not included in the sample size – 
it is done in addition to the required sample size 

 Verification report: VC-1 

 LEAs must not verify more or less than the sample size 
and must not verify 100% of applications (unless there is 
only 1 application) 



Example Calculations 

 Standard Sample 
Size Calculations 

 Calculate 3% of total 
applications: 

1174 × 0.03 = 35.22 

 Always round UP 

 36 Applications, 

selected from error-
prone applications 

Example District 

1100 Income Applications 

• 62 of them are error-prone 

72 Case Number Applications 

2 Foster Applications 

1174 Total Applications 



Example Calculations 

 Alternate 1 Sample 
Size Calculations 

 Calculate 3% of total 
applications: 

1174 × 0.03 = 35.22 

 Always round UP 

 36 Applications, 
Selected randomly 

Example District 

1100 Income Applications 

• 62 of them are error-prone 

72 Case Number Applications 

2 Foster Applications 

1174 Total Applications 



Example 

Calculations 
 Alternate 2 Sample 

Size Calculations 

 Calculate 1% of total 
applications: 

1174 × 0.01 = 11.74 
(Always round UP) 

 12 Applications, 
Selected from error-
prone 

Example District 

1100 Income Applications 

• 62 of them are error-prone 

72 Case Number Applications 

2 Foster Applications 

1174 Total Applications 

 Calculate 0.5% of case number applications: 

    72 × 0.005 = 0.36 (Round UP) 

 1 Case # application 

 Total: 

    12 error-prone + 1 Case # application 

 



Confirmation Review 

 Prior to any verification activity, a confirming 
official must review each application selected for 
verification to ensure that the initial 
determination was accurate 

 Confirming official 

 Must be different from the determining official 

 Sign the application to document confirmation 
review was conducted 

 This requirement can be waived if the LEA uses a 
technology-based system that demonstrates a high level 
of accuracy in processing an initial eligibility 
determination. LEAs must contact the State Agency 



Confirmation Review 

Result of 

Confirmation 

Review 

Action 

No change in status LEA proceeds with verification 

Change from 

reduced to free 

(increased benefits) 

LEA increases benefits immediately, notifies the household of 

changed benefits, proceeds with verification 

Change from Free 

to Reduced 

(decreased benefits) 

LEA does not change benefits and verifies the application. 

If free status is verified, LEA does not notify the household.  If 

status changes, the household is sent a notice of adverse 

action 

Change from Free 

or Reduced to Paid 

(decreased benefits) 

LEA immediately sends household notice of adverse action, 

does not verify the application, selects a similar application 

for verification, and conducts confirmation review of newly 

selected application 



Replacing Applications 

 After completing the confirmation reviews, the 
LEA may on a case-by-case basis replace up to 5% 
of applications selected 

 When the LEA believes that the household would be 
unable to satisfactorily respond to the verification 
request 

 Application must be replaced with an application 
selected on the same basis (ex. error-prone) 

 Newly selected application must have a confirmation 
review 

 If 5% is less than 1, one application may still be replaced. 

 All results of the 5% calculation are rounded up 

 



Direct Verification 

Verification Using Agency Records aka 

 “Direct Verification” 

 

 Not required by the LEA 

 May be used with applications approved based on Case Number 

 Prior to contacting household 

 Records for one month, at any point in time between 180 days prior to 
application and verification ; OR  

 Records for all months from the month prior to the application 
through the month of verification  

 Proceed with regular verification activities if documentation from 
agency doesn’t verify eligibility 

 Verification Report: section 5-7; do not report in 5-8 

 

Direct Verification ≠ Direct Certification 



Verification 

 Contact the household 

 Letter must contain 
required information 
 Example in Verification 

Manual, “Letter to 
Households” 

 
 

 



Verification 

 Sources of responses to verification 

 Written Evidence 

 Collateral Contacts (outside of household) 

 Agency Records 

 Pay Stubs 

 No Income 

 Must request an explanation of how living expenses 
are met  

 May request additional written documentation or 
collateral contacts. 



Verification 

 No Response 

 LEA must make at least one follow-up attempt to contact 
the household 

 Inform the household that failure to provide required 
information will result in termination of benefits 

 Unable to verify the household’s eligibility status after 
the follow-up attempt(s), the household’s benefits must 
be terminated through a written notice of adverse action 

 



Notice of Adverse Action 

 All households for whom benefits are to 
be decreased or terminated MUST be 
given 10 calendar days advance notice 
of the change 

 The first day of the advance notice 
period is the day the notice is sent 

 The notice MUST include all required 
information 

 Attachment in Verification manual 



Verification 

is Complete 

 

Household submits evidence that 
children should receive a greater 
level of benefits 

Send notification that benefits will 
be increased 

(Update BID within 3 operating days) 

Verification Complete 

Send notice of adverse action 
(benefits will be decreased) 

(Update BID after10 calendar days) 

Household submits evidence that 

children should receive a lesser 

level of benefits 

Application provides case number, but 

it is determined that no household 

member is receiving Assistance 

Program benefits 

Household indicates, verbally or in 
writing, that it no longer wishes to 
receive benefits 

Household submits evidence of current eligibility 

(Optional: Send notice of continuing benefits) 



Verification for Cause 

 Verification of questionable applications 

 Used as a way to address integrity concerns 

 If an application is complete, it must be 
approved at face value 

 Determining officials are strongly encouraged to 
contact households to clarify unclear or 
questionable information prior to verifying for 
cause 

 



Right to Re-apply 

 Households have the right to re-apply at any time 
during the school year 

 If benefits to a household have been decreased 
because of failure to complete verification: 

 Required to submit documentation if they re-apply in 
the same year 

 Income documentation 

 Proof of participation in Assistance Programs 

 If benefits were terminated because they weren’t 
participating in an Assistance Program,  

 complete new income application 

 must provide evidence of current household income  

 



Verification USDA-742 Report 



Reporting Verification 

 
The Verification Report is available in the Food and Nutrition Services Web 
Application system.  Click on the Applications Tab. 



Reporting Verification 

Select Verification Report. 



Reporting Verification 

Section 1: Total Schools and students as of the last 
operating day in October 

 

 

 



Reporting Verification 

Section 2: Report alternate provisions 

 

 

 

 

 

 Only SFAs with alternative provisions (Provision 3, 
Provision 2 Breakfast, and CEP) must report Section 2 

 As of the last operating day in October 

 

 



Reporting Verification 

Section 3: Report  students approved as FREE eligible 
NOT subject to verification 

 

 

 

 

 

 Directly certified Students 

 As of the last operating day in October 

 

 

 



Reporting Verification 

Section 4: Report  students approved as free or reduced price 
eligible through a household application  

 

 

 

 

 

 (A) Number of applications as of October 1st 

 (B) Number of students As of the last operating day in October 

 

 



Reporting Verification 

5-2: If completed after 

November 15th, attach 

Corrective Action 

5-4: Include all error-

prone verified and error-

prone non-verified 

applications 

If 5-6 is not 

checked, then 

5-7 must be 

completed. 

 Section 5 

 

 

 

 

 



Reporting Verification 
 Section 5 - continued 

 

 

 

 

5-8 Report results 

of Verification 

Applications 

verified for cause 

(in addition to 

verification 

requirement) 



Establish the sample pool (approved applications as of Oct. 1st). 1.  

Verification Process 

Establish the sample size (Calculate the number of applications that must be verified). 2.  

Select the applications for verification. 3.  

Conduct Confirmation Review. 4.  

Notify households of selection for verification; and/or conduct Direct Verification. 5.  

Examine documents. 6.  

Notify households of continued benefits or changes in benefit level.  (Verification must 

be completed by November 15th.) 
7.  

Complete and submit the LEA Verification Collection Report on Web Applications by 

December 15th.  
9. 

Update Benefit Issuance Document/Point of Service.  If benefits decrease, update 10 

calendar days after notice of adverse action. 
8. 



 Verification Guidance will be updated.  Located under Handbooks on the Food 
and Nutrition Services website - http://dese.mo.gov/financial-admin-
services/food-nutrition-services/handbooks 
 

 USDA’s Eligibility Manual for School Meals is also located under Publications 
and provides guidance for verification.   
 

 Emails to Authorized Representatives of the program will also be sent. 

  

Verification Guidance 

http://dese.mo.gov/financial-admin-services/food-nutrition-services/handbooks
http://dese.mo.gov/financial-admin-services/food-nutrition-services/handbooks
http://dese.mo.gov/financial-admin-services/food-nutrition-services/handbooks
http://dese.mo.gov/financial-admin-services/food-nutrition-services/handbooks
http://dese.mo.gov/financial-admin-services/food-nutrition-services/handbooks
http://dese.mo.gov/financial-admin-services/food-nutrition-services/handbooks
http://dese.mo.gov/financial-admin-services/food-nutrition-services/handbooks
http://dese.mo.gov/financial-admin-services/food-nutrition-services/handbooks
http://dese.mo.gov/financial-admin-services/food-nutrition-services/handbooks
http://dese.mo.gov/financial-admin-services/food-nutrition-services/handbooks


Record Retention 

 All free and reduced price applications, including applications from 
households denied benefits and inactive applications, must be kept on 
file for a minimum of three (3) years after the final claim is submitted 
for the fiscal year to which they pertain.  

  Applications may be maintained at the school or at a central location  

 Benefit Issuance document must be retained at each site 

 Applications must be readily retrievable by school 

 Must ensure that any changes in eligibility status and transfers in and out 
of the school are accurately and promptly recorded on each school’s list 

  Always have a current roster 

 Free, reduced price, paid, direct cert, verification 

 



Record Retention 

 Provision 2 or 3 

 Must retain base year  records  
 Used in the establishment of the claiming percentages which 

support subsequent years’ reimbursement 

 Entire period the special provision is in effect, including all 
extensions 

 Include documentation of the verification activities from the 
base year 

 When beginning Provision 2 or 3, must get State 
Agency approval 
 Form available on DESE FNS website 

 At the end of the base year, must submit percentages to 
DESE 
 Form available on DESE FNS website 

 



Record Retention 

 Community Eligibility Provision (CEP) 

 Must retain base year  records used in the 
development of the Identified Student Percentage 
(ISP) 

 Must retain all records from the year any updates 
are made to the ISP during the entire period the 
CEP is in effect 

  Must retain records during the entire period the 
Provision is in effect  

 



Records Retention 

All other Provision 2 or 3 and CEP 
records must be retained for three 
(3) years after submission of the 

final claim for reimbursement 
 Best Practices 



http://dese.mo.gov/financial-admin-
services/food-nutrition-services 
 
Email:  Barbara.shaw@dese.mo.gov 
Phone:  573-751-1920 
 
Email:  Ellen.rees@dese.mo.gov 
Phone: 573-751-6638 


